The recommended browser is Google Chrome
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The City of San Antonio’s BuildSA portal uses Accela CivicPay: A

payment platform designed specifically for government.

1. Manage your payment reconciliation process and make and view
payments in real time.

2. Reduce manual payment processing and save time by making

online payments from your device.

06/2021




The Pay Fees Tutorial covers:
- Paying Fees on an Existing Record
- Paying Fees while creating a new

application
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- Paying Fees on an Existing Record
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Land Development  Building  Fire

My Records My Account Advanced Search

— _ocate the record you for which _
you want to pay fees. Scroll to the
Building
_ far right (shown). Click the Pay

Fees Due link.

Showing 1-10 of 81 | Exporir

[] Dot "“““;L Record Type Description Project Mame  Address F—""[ Ftion Created

REP-MpT- _ ]9'“1_5 ALAMO _
[] o9 APPa0 HFI nar Mlll:u-. ;!I'm e ﬂ;ﬁ:gﬁn iz caerggmailocom  Under Rewew .I'] ""':5 ____E

.-.'[ :": L ?ﬂmﬂ.

. 13714 MOMEY
. Cerifhcate of
[0 o9z2020 - .-':':ll_:._ N Owcoupancy }I'!H.?E:I.EdLﬂqw LHEE_IU'! HE Ei';r pubius caesarggmail.com Under Resview
Application TX 78213

Login to your account.

From the Home Tab (#1), click My Records (#2 ).
Locate the record to pay fees (#3).

Click Pay Fees Due link (#4).
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Home  Land Development QLT Fire

Search Applications Create an Application

Application Feas
Faes iy Amoamns
COM-PRI-APP20-39802586 - Commerclal Project Application

Base Fees Pay

c - Iy | L N ilrrcsic
;U;léhﬂ:g?:? Technobo=pical Improvement Fes ([ {inwsice ] £0.03

Plan Reyiew Commercial Bullding Mew Fee (I (Imeoice

#:56B68 | ! +1.00

Surcharge Development Services Fee () (Inolca

#:56868 : 0.3 The Application Fees page
zl::;r}il'-;ui'.r:rzw Commercial Bullding Existing Fee (I} Involce . e dlsplays (Ehnwn} Nntlce thE
surcharge Development Sarvices Fee (I} Involce 8-57161 amount due (#'1 }

surcharge Technological Improvement Fea () (Involce

) ! o Click Continue Application.

a TOTAL FEES: 5107.06 - -

Continue Application »

After clicking Pay Fees Due, the Application Fees page displays
(shown).
Review Fees for accuracy.

Next, click Continue Application.
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Home  Land Development RETG T Fire

Search Applications Create an Application

Please select a payment method and then fill in all required information.
The available payment methods are:
«Cradit Card

*Bank Account Nntlce }"UUF pEFmE‘nt
«Escrow Account T — nptlnns_

Payment Options

Amount to be charged: $107.06 Click the radio button to the left
EF‘&} with Credit Card or Bank Payment I
Qe i Credn oo ¢ = | of your payment selection. In our
example, we have selected to
pay with a credit card.

The Payment Options page displays (shown).
Click the radio button to the left of your payment
selection (shown).

Next, click Submit Payment.
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Welcome to the City of San Antonio

@A CITIZEN ACCESS
@i" ier SAN ANTONIO

How would you like to make the payment?
@ Credit Card O Bank Pavment

Payment Amount : 5107.06

City of San Antonio (c) Copyright 2018

Click radio button to the left of your payment selection
option (shown). The amount that will be charged to the

credit card displays (shown). Next, click Continue Payment.
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(EI'T":" OF | *Note:
. SN DL Development

Services
Department
Online Invoice Payments does not

store credit

card

@® Payment from credit card information.
Credit card
Card Type: Master Card A . .
information

Card Number: 555555555555 4444 -
shown on this

example is
A - - -
After clicking Make Payment, please do not refresh the page or press the back button on your internet browser. f Ictitous.

: $107.06
Total: $107.06

Expiry Date: 03 v | 2022 v

Complete Transaction

Copyright © 2000 - 2020 City of San Antonio

Use drop-down menu arrows to select card type, card
number and expiration date selection (#1).

Review for accuracy. Click Make Payment (#2).
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CITY OF
SAN ANTONIO

Online Invoice Payments

| |

Please wait while your request is processad. Do not attempt to refresh the page or press the back button on your internet browser.

Copyright © 2000 - 2019 City of San Antonio

CivicPay transaction page displays briefly (shown).

* De velopment Services Department does not retain credit card information.
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Home  Land Development RETLT<  Fire

Search Applications Create an Application

Record |ssuance

You have paid a fee associated to this Record. Please print your record confirmation and retaim a copy for your records.

Thank you for wsing our onling senvicas.
Your Record Mumber is COM-PRJ-APPZ0-39802586.

Condition: Motification Sewerity: Motice

A motice was added to this record on 0900272020
@ Total Conditions: 1 [Motice: 1, Met- 4)

View additional details

‘You will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your record and post it in the work area.

zmw

To upload your digital plans, specifications, or other supporting documents for review, please click below:

A licensed professional is now authonzed to proceed with work at the designated location.

Your record type reguires a follow-up inspection once work is completed. You may schedule the inspection now or return to schedule the inspection upon completion of the work. Choose “View Record Details” to
Scheduls Inspections, check status, or make other updates.

View Record Details »

BuildSA displays a green banner message after fees are successfully
paid (#1).
To print/view the receipt of payment, click the Print/View link (#2 ).
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ShowReport.aspx

If the Print/View
Receipt link is

= RECEIPT
CI I c ked, t h e RECORD & PAYER INFORMATION

Record ID: COM-FPRJ-APP20-39802586

C|ty Df San Antonin Receipt No.: 26796

Development Services Department ReceiptDate: 09/28/2020 © . /.
1901 South Alamo Street p_
San Antonio, TX 78204 recelpt.
Telephone: 210.207.1111

Record Name:

Receipt displays S —

Property Address: 1901 = alamo
san antonio, TX

Payer: julius.cassar@gmail.com - julius_ cassar@gmail.com T
ar

(S h ow n ) ] Applicant: Julius Caesar
+

Click on the upper PR SEAT ]

Date Payment Method Reference Cashier Comments Amount
09/25/2020 Card Payment 8379 PUBLICUSER 173" $107.06
- |
right-hand corner
PAYMENT DETAIL

Date Payment Method Reference Cashier Comments Amount

|
(S h ow n ) to p r I n t 09/25/2020 Card Payment 8379 PUBLICUSER173" $107.06

d I d FEE DETAIL
o r OW n Oa a Fee Description Invoice # Quantity Fee Amount Current Paid

Flan Review Commercial Building 57161 1.00 $100.00 $100.00
Existing Fee
Flan Review Commercial Building Mew 56868 1.00 $1.00 $1.00
fth
y Surcharge Development Services Fee 56868 1.00 $0.03 $0.03
Surcharge Development Services Fee 7161 1.00 $3.00 $3.00
Surcharge Technological Improvemnent 56867 1.00 $0.03 $0.03

Fee

[
re c e I pt Surcharge Technological Improvement 57161 1.00 $3.00 £3.00
] Fee

$107.06 $107.06




m Lamd Development  Building Fire

Dashmze MyRecords  MyAccount  Advanced Search

Land Development
Building
Showing 1-10 of B1 | Export ronsts | Add to collaction | Copy Record
[] Date s Record Type Description Project Mame  Address Eption Created By Status Action Shart Mote:
e _ 1901 5 ALAMO
— — __ Minior Pusldmn 1501 Al AMO T Cite of Sam
SG-PMT- Sagn Permit
nCMI0- i Crt:.ll:-{hn - I J— T
[ o0on0@020  RENz0- Jenewal CANDIDA Aranic, TX yashazhrib i y Fees D
————— ik 78332
:g-l'-j-:'F.J- Commercial Project 1901 = alamo san i : Upload Plan:
] oB/zsi2020 {-3553;% Rovlication atori, TX pilius caesarggmailoom  Under Rewew e

To further verify payment, click the Home Tab (#1). Click
My Records (#2). Locate the record (#3). Scroll to the far
right. Notice the Pay Fees Due link does not display.
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- Paying Fees on a nhew application
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In the example shown,
the application process
Is progressed to Step 7:
Validate Fees step.

At Step 7 of the
application process,
review all fees and if
needed, make
necessary edits to the
Qty column, if the
option displays for the
record-type you are

creating.

Home  Land Development Fire

Search Applications Create an Application

MEP Trade Permits Application

! |nformation 5 Acknowledgem

Step 7:Validate Fees ~ ——

Application Fees

Fees
Mo Faa
Mechanical - Permit Basa Fee {1}

Alr Handler Sysrems Fee (I}
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y. Amoams

50000

1 450000

S0.00

S0.00

5000

50000

50000

S0.00

5000

5000

50000

S0.00



If the amounts in
the Qty column are
edited, please click
the Recalculate tab
(#1).

Next, click
Continue
Application (#2).

Home Land Development Fire

Search Applcations Create an Application

MEP Trade Permits Application

, Application
* Information

Step 7:Validate Fees

Application Fees
Fegs

Wi Fea
Methanical - Permnit Base Fee (1)

Alr Handier Sy=swems Fee (I

Wentilation/Energy Recowery Uinit Fans Fee (1)

Wall Mournted Unies Fee {1}

furcharge - Development Services Fee (1}

Surcharge - Technobogical Imiprowvement Fes

TOTAL FEES: 553.00
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S50.00

S0.00

50.00

50.00
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Home  Land Development Q0G0 Fire

Search Applicaticns Create an Application

MEP Trade Parmits Application

Application :
4 Information 5 Acknowledgem 6 Review

Step 7:Validate Fees

Pleasa =elect a payment method and then fill in all required imformaticn.
The awailable payment methods are:

.Credit Card Notice the payment options.
«Bank Account H

sEscrow Account

Payment Options

In this example, we've selected
credit card. There is also the
option to pay with an electronic
check or an Escrow Account.

L —

Amount to be charged: 553.00

@F‘ayr with Credit Card or Bank Payment
() Pay with Escrow Account '-..,H.

Submit Payment »

The Payment Options page displays.
Select Payment type.
Click Submit Payment.
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Welcome to the City of San Antonio

@A CITIZEN ACCESS
Sii? %: SAN ANTONIO

How would you like to make the payment?
® Credit Card O Bank Payment

After selecting a
payment option,
the Payment
Amount displays.

Payment Amount :

City of San Antonio (c) Copyright 2018

Click radio button to the left of your payment selection option.

Next, click Continue Payment.
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CITY OF
. SAN ANTONIO The credit card information used
as an example is fictitious.

Online Invoice Payments

® payment from credit card Use the drop-down menu to

select a credit card type.
Card Type: Master Card v

Card Number:| 5555555555554444|
Expiry Date: |03 v | 2022 »

L .
After clicking Make Payment, please do not refresh the page or press the back button on your internet browser.

£53.00
Total: $53.00

o Complete Transaction

The Payment from credit card page displays. Use the drop-down

menu arrow to select a credit card type (shown).
Type Card Number information (shown).

Click Complete Transaction (#1).
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CITY OF
SAN ANTONIO

Online Invoice Payments

| i

Plzase wait while your reguest is processad. Do not attempt to refresh the page or press the back button on your internet browser.

Copyright © 2000 - 2019 City of San Antonio

CivicPay transaction page displays briefly (shown).
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Home  Land Development Q=TT Fire

Search Applications Create an Application

Record lssuance

You have paid a fee associated to this Record. Please print your record confirmation and retain a copy for your records.

Thank you For Wsing our onling senvicas.
Your Record Number is COM-PRJ-APP20-39802586.

Condition: Motification  Sewerity: Motice

A notice was added to this record on 0950272020,
@ Total Conditions: 1 [(Notice: 1, Met- 4)

View additional details

‘fou will need this number to check the status of your application or to schedule/check results of inspections. Please print a copy of your record and post it in the work area.

To upload your digital plans, specifications, or other supporting documents for review, please click below:

A licensed professional is now authorized to proceed with work at the designated location.

four record type reguires a follow-up inspection once work is completed. You may schedule the inspection now or return to schedule the inspaction upon completion of the work. Choose “Wiew Record Details” to
Schedule Inzpections, check status, or make other updates.

View Record Details »

BuildSA displays a green banner message after fees are
successfully paid (#1).

To print/view the receipt of payment, click the Print/View link
(#2).
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With any questions about payment of fees,
using a credit card or electronic bank payment
or accessing your escrow account to pay any
record fees, please contact the Development
Services Department Customer Call Center, M-F,
7:45am to 4:30pm (210) 207-1111. Or, emall

Customer Call Center
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mailto:CallCenter@sanantonio.gov

This concludes the Paying Fees tutorial.
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